
PO Biennium End Decisions to Make Based Upon the Reconciliation Workbench Reports 
 

 
 

**Reconciliation 
Workbench Reports of 
POs dated prior to 7/1/15 

Dispatched 
and 
partially 
received 

Dispatched 
and not 
received at 
all 

Approved 
or 
Pending 
Approval 
Status 

Dispatched 
and fully 
received 

Categorize each into 
fully paid, partially 
paid, and not paid at 
all. 

POs 
that are 
paid in 
full. 

ITD automatic 
close process 
at biennium 
end 

POs that 
are fully 
received 
B4 July 
1 but not 
fully 
paid. 

Make sure to 
backdate PO 
voucher(s) to 
6/30/15. PO 
will be closed 
automatically 
by ITD. 

If agency decides to 
pay the bill in new 
biennium, the PO 
must be closed and 
reopened with dates 
in new biennium. 

POs that 
are partly 
received 
B4 July 1 
and 
partially 
paid. 

Close the PO and 
budget check to 
remove remaining 
encumbrances. 
Pay the rest of the 
PO with a regular 

voucher in new 
biennium, and 
reference the PO 
in the voucher. 

Copy the old PO 
into a new one 
with all dates in 
new biennium. 
Keep only the 
unpaid items and 
delete the rest 
before budget 
checking. PO 
voucher must be 
dated in new 
biennium. 

POs that 
are 
neither 
received 
nor paid 
by July 
1. 

Change the 
accounting date 
and the budget 
date under PO 
Details to new 
biennium.  Make 
sure all distribution 
lines are retrofitted 
to new budget 
date. Budget check 
and pay in new 
biennium. 

Choose: 

ITD automatic 
close and 
budget check 
process at 
biennium end 

POs that are not 
changed to the new 
biennium will be 
automatically closed 
by ITD and will have 
to be reopened with 
new biennium 
dates. 

** POs THAT BUDGET DATES OF 7/1/15 OR LATER CANNOT BE PAID WITH A VOUCHER 
BACKDATED TO 6/30/13.  THE BUDGET PERIODS MUST MATCH. 

Dispatch 
PO 

 

Close 
PO 

POs 
where 
goods are 
received 
B4 July 1 
but no 
receipt 
was done. 

Record the receipt 
of items on the 
hard copy of the 
PO and pay off 
that.   

Ordered 
and 
received 
B4 July 
1 but no 
PO was 
done. 

Do not enter a PO 
after the fact.  Pay 
for the item using a 
regular voucher 
instead.     


